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STATE OF ARIZONA 
DIVISION OF EMERGENCY MANAGEMENT 

PUBLIC ASSISTANCE PROGRAM 
 

STANDARD OPERATING PROCEDURES 
 
 

PROJECT WORKSHEETS 
 
I. OVERVIEW 
 
The Project Worksheet (PW) is the most important tool used in the recovery 
process.  Project Worksheets are developed for each damage location and are jointly 
prepared by the Applicant and the ADEM Public Assistance Coordinator.  The PW is used 
to record the following information: 
 

• Identifying the damaged facility:  
o Name of the facility 
o Location – physical address, mile marker, crossroads or intersection 
o Latitude/Longitude 
o Map 

• Define Category of Work 
• Pre-disaster description of the facility and its condition; 
• Damage description and dimensions which details the impact to the facility 

as a result of the event; 
• The scope of eligible work for the project, including dimensions and a 

detailed description of the proposed repair;  
• Special considerations associated with the project, such as insurance and 

hazard mitigation; 
• Estimated or actual costs necessary to complete the work. 

 
II. CATEGORIES OF WORK 
 
Each project is divided into one of seven Categories of Work.   
 
Category A – Debris Removal 
Category B – Emergency Protective Measures 
Category C – Roads and Bridges 
Category D – Water Control Facilities 
Category E – Buildings and Equipment 
Category F – Utilities 
Category G – Parks, Recreational Facilities and Other Items 
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III.  DAMAGE DESCRIPTION & DIMENSIONS 
 
The Damage Description paints the picture by describing the cause of the damage 
sustained to the facility in quantitative terms and physical dimensions, such as length, 
width, depth and capacity. 
 
IV. SCOPE OF WORK 
 
The Scope of Work should not be stated as “restore to pre-disaster condition”.  The 
scope of work mirrors the damage description and needs to be specified as an action 
with quantifiable and descriptive terms. 
 
“Rule of Thumb” – if it isn’t damaged in the damage description it cannot be repaired in 
the scope of work. 
 
The scope of work is the heart of the project worksheet.  It is important that it be 
concise yet comprehensive enough to fully support and explain the work that will be 
done in order to restore the facility to its pre-disaster condition.  The Scope of Work is 
developed by the applicant in coordination with the State PAC and must comply with all 
Federal regulations and policies.  There is a review process that each project is subject 
to prior to the project being approved and funds obligated.   
 
V. SPECIAL CONSIDERATIONS 
 
Special Considerations are issues other than program eligibility that could affect the 
Scope of Work and funding.  These issues include floodplain management, insurance, 
hazard mitigation measures and compliance with other Federal laws and regulations, 
such as those pertaining to protection of the environment and historic preservation. 
 
Please refer to Section 10 – Special Considerations for detailed information. 
 
VI. COST ESTIMATES FOR PROJECT WORKSHEETS 
 
Projects are reimbursed based on actual eligible costs expended and documented.  
When preparing project worksheets, if the project is 100% complete, the cost estimate 
will reflect actual costs incurred.  If the work has not been completed, a cost estimate 
must be used.  Three primary methods for determining costs are time and materials, 
unit cost and contracts.   
 
Time and Materials is a method used to summarize force account labor, equipment 
and materials.   
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The Unit Cost method is typically based on data from similar state or local projects 
recently completed or utilizing FEMA cost codes or other commercial estimating sources 
such as RS Means.  
 
Contract pricing can be used to estimate the cost of work from an outside source for 
labor, equipment and material.     
 
Following a Federal Declaration FEMA divides projects into two cost categories, large 
and small projects.  The distinguishing factor, between large and small projects, is 
based on a cost threshold that changes annually.  The threshold is updated at the 
beginning of each fiscal year and published in the Federal Register.  For the year ending 
September 30, 2007, the threshold is $59,600.  (The State does not distinguish 
between small or large projects for a “state only” declaration of emergency.  The State 
will distinguish between small and large projects following a federally declared disaster; 
however the state can only reimburse based on actual eligible documented costs.) 
 
Small Projects are funded using an initial estimate of costs as described below: 
 

• An estimate is prepared by the applicant or the PAC.  FEMA approves 
funding using the estimate and obligates the Federal share of the 
funds to the state; 

• The State provides funds to the Applicant as soon as possible after 
FEMA obligates the funds; 

• The funding level for small projects if fixed, regardless of the final cost 
incurred by the Applicant (See Cost Overrun for exceptions); 

• The State may decide to review some, if not all, of an Applicant’s small 
projects. 

 
The federal cost share for Small Projects can be distributed to the applicant as soon as 
the Project Worksheet is approved and funds obligated (as per 44CFR§206.205)  rather 
than after the Applicant demonstrates documentation of costs. 
 
Large Projects are funded using a final accounting of actual costs as described below: 
 

• A Project Worksheet is prepared by the Applicant in coordination 
with the State PAC.  FEMA approves funding using the estimate and 
obligates the Federal share of the funds to the State; 

• As the project proceeds, the Applicant periodically requests funds 
from the State to meet expenses that have been incurred or that 
are expected in the near future.  It may take time to process a 
request for funds through the State system and the Applicant 
should take this into account when timing requests for funds; 

• When a project is complete, the State determines the final cost of 
accomplishing the eligible work after performing inspections or 
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• After reviewing the completed project the State will consider 
adjusting the amount of the grant to reflect the actual cost of the 
eligible work. 

 
Cost Codes are used for the unit cost method of estimating.  In this method each work 
component is priced separately, is generally used for work that an Applicant has not yet 
completed.  FEMA maintains a national unit price listing called Cost Codes that is 
updated and revised to conform to geographical and disaster-specific needs.  Typically, 
unit prices are based on in-place costs.  This means that the price includes materials, 
labor, equipment, insurance, overhead and profit as appropriate.  For example, a $14 
per linear foot unit price to replace concrete curb and gutter includes all costs for 
setting up and breaking down the forms and pouring and finishing the concrete. 
Alternatively, unit cost data developed by State or local governments or other 
commercial estimating sources may be used, if appropriate. 
 
Cost Estimating Format (CEF) is a cost estimating methodology used by FEMA to 
better estimate the total cost of large projects.  The CEF is a forward-pricing model that 
allows FEMA to account for all possible costs associated with a construction project.  
FEMA uses experienced cost estimators and construction engineers to apply the CEF. 
 
This methodology relies on the development of a clear definition of the Scope of Work 
that is eligible for public assistance.    CEF is applied in eight parts listed below: 
 

• Part A represents the base cost of completing the project including labor, 
materials and equipment.  

● Part B includes construction costs not typically itemized in Part A, such as 
the general contractor’s supervision costs. 

• Part C Reflects construction cost contingencies and is designed to address 
budgetary risks associated with project complexity. 

• Part D accounts for the contractor’s overhead, insurance, bonds and 
profit. 

• Part E accounts for cost escalation over the life of the project. 
• Part F includes fees for special reviews, plan checks, and permits. 
• Part G is the applicant’s reserve for change orders and unforeseen 

conditions 
• Part H accounts for the applicant’s cost to manage the design and 

construction of the project. 
 
For a large or complex project, it may be necessary for the Applicant to prepare a 
detailed design of the restoration work before a viable cost estimate can be developed.  
In such cases, a grant for engineering and design services is approved first.  Once the 

4 
Rev 5/08 



5 
Rev 5/08 

design is complete, a cost estimate for the work is prepared or actual bids for the work 
may be used as the basis for the grant.  Costs for managing a project may also be 
included if the project is sufficiently large or complex. 
 
IX. TIME LIMITS 
 
Damage Identification 
Identification of all locations damaged as a result of the declared event must be 
provided to the Public Assistance Coordinator within 60 days of the Kickoff Meeting.   
  
Emergency Work (Categories A&B) 
Emergency work must be completed within 6 months of the declaration. (Federal time 
limits as per 44CFR§206.204(c).  Following a State (only) declaration, time limits will be 
determined based on the event.)  
 
Permanent Work (Categories C-G) 
Permanent work must be completed within 18 months of the declaration.  (Federal time 
limits as per 44CFR§206.204(c).  Following a State (only) declaration, time limits will be 
determined based on the event.)  
 
Time Extension Requests 
There are instances when these time limits are too restrictive, based on extenuating 
circumstances or unusual project requirements beyond the control of the applicant.  In 
those instances a request for additional time can be made.  Those requests are to be 
submitted on a project by project basis and should include a detailed justification for 
the delay and a projected completion date for the project.  
 
The State’s authority to grant time extensions in a federally declared disaster is limited 
to an additional 6 months for emergency work and an additional 30 months for 
permanent work.  Any requests for additional time beyond the State’s authority must be 
submitted through the State to FEMA for decision. 
 
 
 



STATE OF ARIZONA 
DIVISION OF EMERGENCY MANAGEMENT 

PUBLIC ASSISTANCE PROGRAM 
 

STANDARD OPERATING PROCEDURES 
 

PROJECT WORKSHEET “PACKAGE” 
 

I. PURPOSE OF THE PROJECT WORKSHEET “PACKAGE”  
 
Bundling your project into 1 package is an effective way to route your applicant’s 
project through the approval process.  After the project worksheet package is 
completed, make a paper copy for the Public Assistance Program Manager to 
review/approve.   
 
During a federal declaration all project worksheets are entered into FEMA’s disaster 
tracking system (NEMIS/EMMIE).  All documents submitted are scanned as attachments 
to the project.  As each project is approved by the Public Assistance Program Manger a 
paper copy of the package and an electronic copy of the package will be sent to FEMA 
for entry into NEMIS/EMMIE.  These documents will flow thru the Recovery Coordinator 
(identified by PAO/DPAO), who will log each project and forward the package(s) to 
FEMA for entry into NEMIS/EMMIE. 

 
A. PROJECT WORKSHEET FORM  
 
The Project Worksheet (PW) is the most important tool used in the recovery 
process.  It is prepared by the Applicant and the PAC to document damages.   It 
is used to record the following information: 

• Pre-disaster description of the facility and its condition; 
• The scope of eligible work for the project including the cause of damage, 

dimensions of damage, a detailed description of the proposed repair;  
• Estimated or actual costs necessary to complete the work; 
• Special considerations associated with the project such as insurance and 

hazard mitigation. 
 

B. HAZARD MITIGATION PROPOSAL (HMP) FORM 
(See 406 Mitigation Section for details) 

 
This request for mitigation is designed to identify additional cost effective 
measures that would reduce or eliminate the treat of future damage to a facility.  
This form describes the Mitigation Scope of Work and the additional costs for the 
proposed mitigation that would be applied to the damaged facility.  To be eligible 
for this funding, the mitigation proposed must apply only to the damaged 
elements of the facility rather than other undamaged parts of the facility.  
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C. SPECIAL CONSIDERATIONS QUESTIONS FORM 

(See Special Consideration Section for details) 
 

FEMA has developed the Special Considerations Questions form to aid in the 
identification of Special Considerations issues for each project.  This form must 
be completed for every PW. 

 
The Project Officer and the PAC are responsible for completing this form in a 
manner that informs the Specialists of the potential issues.  The form is intended 
for issue identification only and is not a compliance document.  Compliance is 
documented on the PW in the appropriate NEMIS section. 

 
The form has nine questions that comprehensively address the four basic Special 
Considerations issues.  Following a federal declaration the FEMA Regional 
Environmental Officer can add additional questions to this form if the disaster 
presents certain issues that must be captured.  For instance, if the disaster has 
generated a large magnitude of debris, the Environmental Officer may add a 
question that asks if a debris staging area is proposed.  Therefore, on every 
disaster assignment, ask whether additional questions have been added to this 
form. 
 
When completing the form provide comments wherever possible to explain a 
response of “Yes” or “Unsure.”  In some cases, a “No” response may warrant an 
explanation.  Make sure that the responses correlate to the information provided 
in the PW Damage Description and the Scope of Work.  For instance, if a 
response indicates that a site is not located in a floodplain, and the PW Damage 
Description states that the facility was inundated with 6 feet of water from Bayou 
Creek, you may wish to confirm the response by locating the site on the 
applicable Flood Insurance Rate Map. 

 
D.  SCOPE OF WORK – STANDARD COMMENTS FORM  

      
The purpose of this form is to ensure that the Applicant and the State PAC have 
discussed those items that are critical but typically generic to all repair projects.  
This form will be forwarded with the Project Worksheet Package.   

 
E. PHOTO FORM  

 
The purpose of this form is to document a picture of the damage location.  
Check with the applicant, as they may have “before” and “after” photographs 
available.  If they do have photos be sure they e-mail them to you electronically 
so you can file them in applicant’s computer file folder.    



                                  ARIZONA  DIVISION  OF  EMERGENCY  MANAGEMENT  
PROJECT  WORKSHEET  FORM PW No.  

 
PRIMARY CATEGORY OTHER CATEGORY(S) 

PCA NO: DATE: 
  

WORK COMPLETE AS OF: 
DAMAGE FACILITY:  

 ____________ : ________ %  
APPLICANT:  
 

COUNTY: 

LATITUDE LONGITUDE 
LOCATION:   

  
DAMAGE DESCRIPTION AND DIMENSIONS: 
 
 
 
 
 
SCOPE OF WORK 
 
 
 
 
 
 
 
 
 

COMPLETED  SPECIAL  CONSIDERATION  FORM  MUST  BE  ATTACHED 
      
Does the Scope of Work change the pre-disaster condition at site?   Yes  No 
              
Is there insurance coverage on the facility?  Yes  No Hazard Mitigation proposal included?  Yes  No 
          

PROJECT COST 
ITEM NARRATIVE QUANTITY/ UNIT UNIT PRICE COST 

  /  
  /  
  /  
  /  
  /  
  /  
  /  
  /  
  /  
  /  
  /  
  /  
  /  
  /  
  /  

 TOTAL COST 
PREPARED BY: 
(Please Print)  

 
ADEM ReviewerState Representative __________________________________________  Date: _____________ 

 
Local Representative __________________________________________  Date: _____________ 
(I agree with the above estimated project costs) 

JULY  2000   FORM # AZ PA 204-5 



Arizona Division of Emergency Management (ADEM) 
Project Worksheet Instructions 

 
A Project Worksheet must be completed for each identified damaged project. 

After completing a Project Worksheet, submit the worksheets to your Public Assistance 
Coordinator. 

 
Identifying Information 

PW No.:  Indicates the project worksheet number assigned by ADEM. 
PCA No.:  Indicates the project cost account number assigned by ADEM. 
Date:  Indicate the date the worksheet was prepared. (MM/DD/YY) 
Primary Category:  Indicate the primary category of the project according to specified work categories. 
Other Category:  Indicate any other categories of the project according to specified work categories. 
Damage Facility:  Identify the facility and describe its basic function. 
Work Complete as of:  Indicate the date that the work was examined in the format of MM/DD/YY and the 
percentage of work completed to that date. 
Applicant:  Name of the political subdivision to which the funds will be awarded. 
County:  Name of the county where the damage is located.   
Location:  This item can range anywhere from a “physical address”, “intersection of …”,  “1 mile south of … on 
…” to “county wide”.  If damages are in different locations or different counties please list each location.   
Latitude & Longitude:  Include latitude and longitude of the project location if known. 
Damage Description and Dimensions:  Describe the disaster-related damage to the facility, including the 
cause of the damage and the area or components affected. 
Scope of Work:  List work that has been completed, and work to be completed, which is necessary to repair 
disaster-related damage.  Include items recorded on the preliminary damage assessment. 
Does the Scope of Work change the pre-disaster conditions of the site:  If the work described under the 
Scope of Work changes the facilities conditions (i.e. increases/decreases the size or function of the facility or does 
not replace damaged components in kind with like materials), check (√) yes.  If the Scope of Work returns the 
site to its pre-disaster configuration, capacity and dimensions check (√) no. 
Is there insurance coverage on this facility:  State Statute requires that ADEM be notified of any 
entitlement for proceeds to repair disaster-related damages, from insurance or any other source.  Check (√) yes 
if any funding or proceeds can be received for the work within the Scope of Work from any source besides ADEM. 
Hazard Mitigation:  If the pre-disaster conditions at the site can be changed to prevent the disaster-related 
damage and you would like to submit a Hazard Mitigation Proposal, check (√) yes and attach proposal for 
consideration.  If no opportunities for hazard mitigation exist check (√) no.   
 

Project Cost 
Item:  Indicate the item number on the column (i.e. 1, 2, 3, etc.).  Use additional forms as necessary to include 
all items. 
Narrative:  Indicate the work, material or service that best describes the work (i.e. “force account labor 
overtime”, “42 in. Dia. RCP”, sheet rock replacement”, etc.). 
Quantity / Unit:  List the amount of units and the unit of measure (i.e. “48/cy”, “32/lf”, “6/ea”, etc.). 
Cost:  This item can be developed from cost to date, contracts, bids, applicant’s experience in that particular 
repair work or by using cost codes supplied by FEMA. 
Total Cost:  Record total cost of the project. 
Prepared By:  Record the name and title of the person completing the Project Worksheet. 
 

Record Requirements 
For all completed work, the applicant must keep the following records: 

• Force account labor documentation sheets identifying the employee, hours worked, date and location 
• Force account equipment documentation sheets identifying specific equipment, operator, usage by 

hour/mile and cost used; 
• Material documentation sheets identifying the type of material, quantity used and cost; 
• Copies of all contracts for work and any lease/rental equipment costs. 

For all estimated work, keep calculations, quantity estimates, pricing information, etc. as part of the records to 
document the “cost/estimate” for which funding is being requested. 

FORM # AZ PA 204-5A 



ADEM Special Considerations Form Instructions

Applicant Name Event Number Unique 6 digit # 
assigned to project

Project Name Physical Location of Project Date Prepared

If checked yes – be sure to obtain copy of policy and any

information pertaining to insurance settlement.

Check yes if facility is in a 100 or 500 year floodplain.
See Floodplain section of SOP to map the floodplain location in order to answer this question 
correctly.

If checked yes – this usually means that the applicant is 

proposing mitigation or current codes and standards will modify the repair to pre-disaster conditions.

If checked yes – provide brief description and refer to 

406 Mitigation Section of PASOP for further instructions on documenting the mitigation request.

If checked yes – provide brief explanation.

Are streams/lakes/endangered species/National or State Parks

near project location ?  If yes or unsure, provide brief explanation.

Are there any drums, oil tanks, propane cylinders, dumpsite, 

Lead, asbestos, PCB’s near project location ?  If yes or unsure, provide brief explanation.

If the project impacts air quality, or is located near schools, 

daycare centers, nursing homes, hospitals, etc. ?  If yes or unsure, provide brief explanation.

Applicant Point of Contact who provided information Date Prepared

Date PreparedAZ PAC



Form # AZ PA 204-21 

Scope of Work – Standard Comments 
(Check all that apply) 

 
____ Codes and Standards:  “The scope of work for this project includes the upgrades that are necessary 

to meet specific requirements of the current codes and standards adopted by the applicant prior to the 
disaster.  The AZ PAC has verified that the cost for the upgrade to meet code or standard meets the 
criteria outlined in the FEMA Public Assistance Program.” 

 
____ Contract:  “The AZ PAC has reviewed the applicant’s contract records and verified that they are of 

reasonable cost, were competitively bid and comply with Federal, State and local procurement 
standards.  Contract records are on file and available at the applicant’s office.” 

 
____ Equipment Costs (Force Account):  “The AZ PAC has reviewed the applicant’s equipment cost 

records and has verified that the rates for individual pieces of equipment are reasonable and eligible 
under the FEMA Public Assistance Program.  This applicant used equipment rates that are equal to or 
less than the FEMA equipment rate.  Equipment-cost records are on file at the applicant’s office.” 

 
____ Equipment Costs (Rental):  “The AZ PAC has reviewed the applicant’s equipment cost records and 

has verified that the rates for individual pieces of equipment are reasonable and eligible under the 
FEMA Public Assistance Program.  Equipment-cost records are on file at the applicant’s office.” 

 
____ Federal Highways: “The AZ PAC has verified with__________(ADOT, FHwA or classification maps) 

that this/these road(s) is/are not part of the Federal Aid Road System.” 
 
____  Floodplain (Damage/Repair): “The project is located in the floodplain or wetland.  The 

Reconnaissance/Review Report for Floodplain Management is included as part of the PW.” 
 
____ Floodplain (Debris):  “Debris was removed from the 100-year floodplain OR floodway and disposed 

in (note the specific location).” 
 
____ Insurance (1):  “The applicant stated that they do not maintain insurance to cover damages to this 
 facility, structure or vehicle.” 
 
____ Insurance (2):  “The applicant stated that damages to this facility, structure or vehicles are not 

covered under their insurance policy.  A copy of the insurance policy is attached to this PW.”  
 
____ Labor Costs:  (Force Account):  “The AZ Pac has reviewed the applicant’s labor records and verified 
 that labor rates for this type of work are eligible under the FEMA Public Assistance Program.  Labor 

records are on file and available at t he applicant’s office.” 
 
____ Lease Agreement:  “According to the applicant, the repair of damages to this facility/structure is 
 the responsibility of the applicant as stated in the lease agreement with the property owner.  (Identify 

if the property owner is a state, federal, local agency or private property owner.)  The AZ PAC has 
reviewed the terms of the agreement and has verified the costs.  The agreement is on file at the 
applicant’s office.” 

 
____ Material Costs:  “The AZ PAC has reviewed the applicant’s material cost records and has verified that 

the unit costs for each material type is reasonable and eligible under the FEMA Public Assistance 
Program.  Material-cost records are on file at the applicant’s office.” 

 
____ Mutual Aid Agreement:  “Work conducted to accomplish tasks for this project scope was executed 

through a Mutual Aid Agreement. Costs associated with the work performed are consistent with the 
agreement.  The AZ PAC has reviewed the terms of the agreement and has verified the costs.  The 
Agreement is on file at the applicant’s office.”         

   



Arizona Division of Emergency Management (ADEM) 
Standard Comments Additional Information 

 
 

 
Codes & Standards:  Check this comment if your project involves this 
upgrade.  Note details on PW Scope of Work. 
 
Contract:  FEMA generally accepts contracts that follow State procurement 
standards. 
 
Equipment Costs:  Explain to Applicants to use FEMA equipment rates, and 
to use FEMA Cost Codes for specific equipment. 
 
Equipment Costs (Rental):  It may be more practical to purchase 
equipment for long term projects. 
 
Federal Highways:  FEMA is the last source of funding for roads.  Verify 
that the Applicant is not eligible from any other agency noted on form.   
 
Floodplain (Damage/Repair):  Check this box if project is in a 100>500 
year floodplain.  Include FIRM Map and 8-Step report with project worksheet.   
 
Floodplain (Debris):  The specific location should be a certified legal 
location. 
 
Insurance:  Obtain copy of policy and any information pertaining to insurance 
settlement. 
 
Labor Costs (Force Account):   Be sure the labor rates do not include 
any type of a percentage loading for other items such as supplies, etc. 
 
Lease Agreement:  if needed obtain a copy of the lease agreement 
between the owner and the Applicant 
 
Material Costs:  Be sure Applicants with warehouse stock do not include 
warehouse percentage loading on issued items. 
 
Mutual Aid Agreement:  An example would be an electric cooperative 
used another coop to assist in replacing overhead power lines that were 
destroyed due to an event.  



PHOTO FORM INSTRUCTIONS

PROCEDURE TO PUT YOUR PHOTOS ON THIS FORM AS FOLLOWS:

1. Download your digital camera  

2. Save each of your photo’s in the Applicant’s  file.

3. Bring up FEMA blank photo form

4. “Save As” the form in your applicants file. 

5. Put cursor in photo form box, left click. 

6. Hit “insert”, then “picture”, then “from file”, find your picture, then hit “insert”.  
CONGRADULATIONS !

7. Type in the information as shown in this example. 

1. Photo Page 1 of 2, 2 of 2 – etc.

2. Disaster Number

3. Applicant Name, Project Name, Project Number
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8/1/2008

FEMA PROJECT WORKSHEET PACKAGE (OVERVIEW) – SEE EXAMPLES 

PROJECT WORKSHEET – FEMA FORM 
90-91

DAMAGE/SCOPE  CONTINUATION 
SHEET - FEMA FORM 90-91A

COST ESTIMATE CONTINUATION 
SHEET – FEMA FORM 90-91B

406 MITIGATION SHEET – FEMA 
FORM 90-61 (Not Always Needed)

SPECIAL CONSIDERATIONS SHEET 
(9 QUESTIONS) FEMA FORM 90-120

SCOPE OF WORK-STANDARD 
COMMENTS – STATE FORM

APPLICANT’S BENEFIT CALC 
SHEET – FEMA FORM 90-128

PROJ.WORKSHEET-PHOTO 
PAGE – FEMA FORM 90-91D

USE CONTINUATION 
SHEET IF YOU NEED 

MORE ROOM

IF NEEDED USE COST  
CONTINUATION SHT

SEE PW INSTRUCTION FORM TO 
HELP FILL OUT BLANKS

APPLICANT’S ACCOUNTING 
DEPT SHOULD FILL THIS OUT 
WITHIN 1 WEEK OF KICK OFF 
MEETING

NOTE: BCA (benefit/cost 

Analysis) IS REQUIRED AT

TIMES – SEE MITIGATION

SECTION. 

SEE INSTRUCTIONS SEE AUDIT 
SECTIONSEE INSTRUCTIONS

SEE EXAMPLES SEE EXAMPLES

USE\ ADEM FORMS (STATE)

SEE INSTRUCTIONS



8/1/2008 10:54 
AM

FEMA PROJECT WORKSHEET – SEE INSTRUCTION SHEET

(13)

(1) (3)(2) (4) (5)
(6) (7)

(8) (9)
(10) (11a) (11b)

(12)

(14)
(15) (16)
(17)

(18) (19) (20) (21) (22)

(24) (25)

(23)



FEMA PROJECT WORKSHEET INSTRUCTIONS  
 

(1) DECLARATION NUMBER 
a. STATE DECLARATION NO. – Example PCA 27001, means this is the Project 

Cost Account number assigned to the first event declared in fiscal year 2007. 
b. FEMA DECLARATION NO. – Example FEMA-1660-DR-AZ, means that since 

inception this is the 1,660th Federal Disaster Declared in all FEMA regions. 
 
(2) PROJECT NO. – Initially, a unique 6 digit State Project Worksheet number 

assigned by ADEM.  Blocks of numbers provided by ADEM PA Program Manager 
to each PAC.  FEMA will assign each project a number (starting with #1) as they 
are entered into NEMIS/EMMIE.  During a Federal Declaration, once a project 
has a FEMA number, the previous ADEM number should not be referred to for 
the project. 

 
(3) FIPS NO. – A unique Federal Identification Number for each Applicant used in 

NEMIS to track Applicant’s Projects/Costs. Acronym stands for Federal 
Information Processing Standards.  If you do not know the FIPS number, FEMA 
will determine when entering the initial PW in NEMIS.  

 
(4) DATE - The date the PW was prepared.  Example:  You type 3/6 and tab out, 

date automatically converts to March 6, 2007.  Date should be updated for each 
PW revision (version). 

 
(5) CATEGORY – FEMA uses (7) categories of work (A thru G) which identify type 

of facilities damaged.  See PA Policy Digest #321, Page 15. (1) category allowed 
per PW, but you can have multiple sites on PW.     

                                                                                                            
(6) DAMAGED FACILITY – Indicate name of facility.  Indicate if multiple sites 

damaged. 
 
(7) WORK COMPLETE AS OF:  Indicate percentage of field work completed as of 

a specific date. If you type 12/6 date becomes 12/06/07. 
 

(8) APPLICANT – Legal name of Applicant shown in NEMIS or on “Request for 
Public Assistance” form. 

 
(9) COUNTY - Name of the County where the damage is located. 
 

(10) LOCATION -  Physical address, or “intersection of_______”, or “distance from 
_______”, or 6 locations within the “City of ___________”. 

(11) (a – b) LATITUDE& LONGITUDE - Indicate in decimals of a degree (eg lat 
32.16452 , long -110.87564).  If you have multiple damage sites list Lat/Longs in 
Damage Description.    
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(12) DAMAGE DESCRIPTION AND DIMENSIONS –  Be sure to include the 

following:   
• Describe the cause of the damage. Include the exact date (s) of the 

damage if known.   
• Describe the disaster related damage to the facility or the emergency 

services/work performed. 
• All damaged elements must be clearly defined in quantitative terms with 

physical dimensions (such as Length x width x depth) then convert to 
appropriate measurement (such as cubic yards, tons, etc).   

• If not enough room in Damage Description area, type in “See Damage 
Description Continuation”.   

 
(13) SCOPE OF WORK – Be sure to include the following:  

• Scope of work must be consistent with the damage description (repeat all 
quantity calculations). 

• Scope should be listed in Construction sequence order, or in the order 
Emergency work has/will occur. 

• Indicate who will be performing the work (such as Contractor, Force 
Account personnel/equipment). 

• The intent of the initial PW is to identify the damage and the costs to 
repair to “pre-disaster” condition.  If today’s codes and standards do not 
allow replacement “in-kind”, please note on the item of work. 

• If not enough room in Scope of Work area, type in “See Scope of Work 
Continuation Sheet”. 

• Note any attachments to the PW (such as plans, sketches, photos, cost 
estimate spreadsheets, etc). 

 
(14) DOES THE SCOPE OF WORK CHANGE PRE-DISASTER CONDITIONS OF 

THE SITE?   
• If the scope of work changes the facility conditions prior to damage check 

yes, if not check no. 
 

(15)  SPECIAL CONSIDERATIONS INCLUDED? 
• Check yes if any of the 9 questions on the Special Consideration Sheet 

are checked yes or unsure. 
 

(16) HAZARD MITIGATION PROPOSAL INCLUDED?  
• If the pre-disaster conditions at the site can be changed to prevent future 

damage and the Applicant would like to submit a Hazard Mitigation 
Proposal, check yes and attach the 406 Mitigation Form. 
(See The Mitigation Section Of This Sop For Assistance)  
 

(17) IS THERE INSURANCE COVERAGE ON THIS FACILITY?   
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• Check yes if any insurance funding can be received for the the Scope of 
Work repair. 

• See Insurance Sample PW for the Town Of Kearny.   
 
(18) ITEM – Indicate the item of work number (such as 1, 2, 3, etc) – use cost 

continuation sheet if needed.  
 
(19) CODE – The appropriate FEMA Cost Code to assist in developing the unit 

cost/price for each item of work as well as equipment rates per hour/mile.  If no 
cost code is available, use 9999 (usually used for Lump Sum estimates).  ADEM 
will have a current FEMA Cost Code/$ rate listing for each disaster incident 
period. 

 
(20) NARRATIVE – Indicate the work, material or service that best describes the 

work (such as Force  Account Labor Overtime, Install 42” dia CMP, etc). 
 
(21) QUANTITY/UNIT – List the amount of units and units of measure (such as 

50/LF, 264/SF, 1/LS, 1/EA). 
 
(22) UNIT PRICE – Indicate the price per unit (such as $5.00) but note, do not type 

in the $ sign nor the pennies if .00    
 
(23) COST – This cost will be automatically filled in if you used a quantity and a unit 

price.   
 
(24) PREPARED BY – Generally list the ADEM PAC and the Applicant Representative 

who assisted on PW. 
 
(25) TITLE – List the Job titles of (24) such as AZPAC / Pinal County Public Works.  
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FEMA SPECIAL CONSIDERATIONS FORM INSTRUCTIONS 

DATE PREPAREDAPPLICANT’S ID #APPLICANT NAME

PROJECT NAME – ADEM PW REFERENCE NUMBER PROJECT LOCATION NAME

If you check “yes”, be sure to note you will be or have asked

for a copy of the policy and any settlement documentation. 

Check “yes” if facility is in a 100 or 500 year floodplain.

See Floodplain section of SOP to determine flood frequency rate. Note that a yes or unsure answer may “trigger” a

Need for Historic or Environmental reviews; particularly if mitigation is proposed. 

Generally the US Congress designates CBRA’s along the

Great Lakes, Atlantic, Gulf Coasts.  Protected areas are designated by US Fish & Wildife.  A yes or unsure answer may
“trigger” an Environmental review when entered into the FEMA computer program.

A yes answer usually means proposed Mitigation or current 

“codes and standards” prohibit “in-kind” repairs – explain here.  If yes, an Environmental review is required. 

If yes, provide brief explanation.  See SOP Mitigation section.

If yes, explain briefly.  Yes will “trigger” a Historical review.

Are streams/lakes/endangered species/National or State
Parks near Project.  If yes or unsure, the need for an Environmental or Historical review will be “triggered” in Nemis. 

Any drums, oil tanks, propane cylinders, dumpsite, lead,

Asbestoes, PCB’s should be noted.  A yes or unsure will “trigger” a review by an Environmental Specialist.

If the project impacts air quality, or is near schools, daycare

Centers, nursing homes, hospitals answer yes.  This will “trigger” an Environmental or Historical review. 



STATE OF ARIZONA 
 

DIVISION OF EMERGENCY 
MANAGEMENT 
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SECTION 8 
 
 

FEMA PROJECT WORKSHEET  
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